Approved For Release 2001/07/1 &ioz@msam

WOHGRANDU Fos  Acting Deputy Director, Administiation

THRY . onfer of Admimistoation, DD/P

25X1A 25X1A
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e Although no instrections heve been received by the “ection gs to what
iypes of records need to be raintained within the llvision relative
to contre) of fende allotted to Toplstics Cffice, 74 for 02 and 09

classes of Fmuipment and Jupplies, the Chlef of the ! 25X1A
bave agreed that s [ 25X1A
2%;(/? A ril) contime to keep Alletment Tontrol ecords

on furdx allstted to the vlslon on ell projecis and the loglstics

Seotion will meintein & 2imple weorandum reeord op the Yauthority

o withdraw Pouipment end/or “noplies® om a1l spproved projecis.

Thig is the same provedurs ce wes recommended by ibhe Technissl Account«

ing ftaff, Willice of the Compireller, and se 2lizo recomuerded in pre~

vicus report subeitted a2 the NG © visten. 25X1A
dated b Geptember 1963,

3. D ocpaeToM,

. % sctual record of work losde wae svallable in the Section. The
following estimate, however, wae made by Chlef of the Bection ar to
Lhe annertiomment of tlow of hie personrael durimg s mondh.

Fyoe of Werk Tead Hourg dey month
“reaparing reports bl
freparing £ield subeallotments Ll
Ledger postings 120
Appreval of funds o
Cables prepared 3o
"ables snd Jispatohes routed through Fechion
for enncurrence Lo
“onferencer and meetings T
dyet “repsration ho
Feview of propoged regulstors isguances 5
hgent duty atatus reports prepared snd reviewsd 25
“gintainance of Texi fand 124
vreparing of trevel vouchers 160
Preparin; travel ordere #0
Srenaring vequest for idvasncess 25
“revaring and reviewing claims 3
Unintenance of Time i :ttendance ieports 1%
Metribeting sav checks £
25X1C4a Feview of Coats 16
Feview of projecte for Administrative Plans 5
Treparation of Dsintureerent Vouchers 20

Haintenance of pending fils on termination daten
of sontracts and malntepance of corpespondencs
rentrol on finpnce wabiere 2
“aeellyneous (review of vouchers, ¥ rups,
lislieon, estimstieg obligstions, training, ete.) 50
Totel 15

L¥51

%

taped on & 20 day momth and an elzbt hour day, six pseple would pro-
duce & total of 1096 hours of productive labor ner month {(&x22x8).
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Aspuming that an sverage of 20 dayve anrmal leave and 13 dave sick
lnsve was being scorued by =ech individusl in the Csotionm, & tetal
of 158k hours per yesr or 132 nours per moumtn ef loave time muel be
scoounted fore {20mBxb)A(13m8xbje12. Tule would lesve a net of 92k
howrg {exclusive of leave time) productive lsbor per menti.

be 1% is noted that an estimsiled forty houwrs per month is devoled te
”Mge;?eﬁaﬂt&an". The B4 Civision hee s totel zrmual tudget of
RPDPOR XA Ky

maintaiss records 20X 1A
an tha followine allotments:

Cleaduarbers vouehwTed
ceadguarters unvouchered

The Chief of Lhe Usetlon stebed that he velieves this time elsrent
ean te reduced by more ecerdinstion hetweon elemanty of the Ui/d
and DY/ en fadpet Calls end the subatantisting dats vequestede.

ds Personnal of the fection estimete Shet spproximately 155 of the trevel
orderg written refquirved smendrents. Ihey steted that most of tiese
were rades necesskry by chamge in detes of travel and changes in itine
erarve The Nivisien uses 2 "Legqueal fox [revel Urders" form whieh

ig inivisted in the “ranch and ferwarded te tmm 25X1A
25X1A I ey the frevel rder is written [(“ee T8 . 9 previons

reports submitted on other Ares Diwisione, s recommendation har Leen
mads Lhat subleet %0 She eompletion of an overall study of the 10/P,
tie foaction of prepering irevel orders be withdrawn frow =11 dves
HMyisione snd Staff slemente of the D/V and assigned o the Tentral
Procssaing “ranch, 7% is believed thet e form destigned alors suoh
Tiner a2 thls ane aould be used. “inoe the mweparation of trawel

ahiw
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order smendmenis is time eonsuzing, all elements of the ivisien
phevld be infermed that it 1s $helr respensibility to give 2ll essen-
tiel end secuyete informestion on the Remueed for Travel Urders Yom

before foruarding same %o the irevel mm
25X1A N #2004 periodlieally inform the

25X1A

25X1A

25X1A
25X1A

25X1A

25X1A

£

He

1.

Yteff of those slswents of the Divisien regueating an unwerrented
meaber of Travel ‘rder Amsndments tLezether with the ressong for same.
idwminigtrative scolion shonld then be taken with a view toward de-
prusping the mmber of Ansndwents reguested.

% wae Found that there were imstances whers giaflf gaployees were ime
nronerly charged. b was reporied What the

haz teken aetion Yo save the ack the
Hvision payrells i deternine whether or nob Z%afl esplovees are
properly ebarged.

% wae found in &1} other frse Divisions previously exmmined, the 14
Hyiston i beviay 4Aifficulty in estimating anmd lieuidatin: tnome
otlirations srising frum tie Fequest for Dhipment (Form i9e 36e=lje
Srenspertation livislon of lopisties (ff3ce, 12 slates thet it 1s
epleting s schedule whereby shipment cherzes nay te esbimated snd
the Technicel Acgounting 'teff of the (omptyollerts (ffice iz workiag
an & precedure wheredy the expendituras on {ie 1P Fachine aceounbing
ron nay be foentified for Iiquidating these oblipations, io date,
towever, naither tne schedule for cstineling obligastions nor & metbod
for identifiving the liguidetiong of these sblizations heve reacied
the tves Nivisien lavel and ‘here are therafore no sceurstes records
of U3 money in tue _ of the veayrisus irea
"Muiniong.

An srmiyels of the werk losd of the Section disclosed Lhat one mume
dred awl elxty {1€0} heurs per month wes being expended by tole
Mvisgton sepforming Lthe funeblon of prepering travel wouchers. 7The
ehould diseontimie thie function, snd tae
exlovees ghould me encauraged to ubilize Tentral Processing ranch
1a eeoordsnce ity [ -recrarh 3.

25X1A
25X1A

25X1A
25X1A

in eatimated ninsty ($0) hours wes sxpended by personnsl of She _ 25X1A

I« the function of prevaring travel orzders.
iz alog believed that & study should Le mede Lo determine whether the
eontra) ization of this funetion in the Csntrel Trocessing Sranmeh can
be offectad snd thereby reduce the mawber of peaple within the Jzeney
perforaing Lhis funetion.

Tartain actisne on rables and depatehes to the field pertainine to
puraly technieal finance metters have veen sssipnsd to inance uivie
gion Ly dated L June 1953, These functions have Leen
srumeret porte previously submitded an other Ares Divisions.
The “sctlon satimabes Lthat LO nouss per moniu im consuwed by giving
concurrence on sll ecables end dimpatches routed through the ivision.
ot of thls tine can be attributed to reviewing sad covaurring en
sctinng avisine from those fanctiong mecified iz the sbove meuntioned

-
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Clandestine Yervices toticw. Tt is conceivable thet much of this work
loed can be eliminated Yy §iving relemsing suthority Yo “inance .dvi
sion on purely dechnicel finsnce masters whleh do met inmvolve el 3y T
tions. Tiseuseion on this point wiih individusls in the Section inw
dlanted thet opposition o thip Foppestion was based on the following
polinte:

1) Tuae dimpatichss and cables were nol now Lhoroughly chmecked Tor
Tactual eonteot Ly personnel in Finsnoe Division before ralesaing
then to the Division for CONCUrTance .

owe:  Phle weuld appenr to Le a eriticisn of persomnal wie el 3 4
forn esrtadn deties wather than & eriticiem of the proe
poted procedurs,

{2} Toe feeling existe that any dispateh or cebls whereln ¥isence
Uivision takes any actiom of a &t ssaliowment nature should be
coordinated with the Area Divigian priar %o {42 relonse.

{3) in 211 cases the Divieion ehould be thoreughly sognisant of g1}
diepsteher and eables zodng to the Figid,

Attenple were sade Lo wivess the point that the sugpestion did not
iaclude any items of an operational mbure hut only thome of & purely

technical fizna NCE nature sg specified in e sction on
wileh is &t present & responsibility of Finanes Hviglon. ironm s 25X1A

purely o.jeotive standpoint, it is belloved tiat, in the interert of
spesd und officlensy, sonsideration should te given to the sugsestion
of giving *insnce Divisien relessing suthorily sn »li porely tech-
nicsl finsace dlspstehes and estlng,

Lated that, although taere

re & gumber of Y on Yne July Ii¥ goceunting form whien qe sould
not identify, it was a eonsiderabls inprovesent ower brevieus ores
submitied 0 him by Finapes HAvislon, Werk on thls project is and
should be centimied by the Technisal fecounting 2taff of the Come
troller's 2Fripe,

kv Home of tle Vield Station Acoounlings now Delmg received by the Tie
vislon are not, in all enens, indiestin the proper allotment wintey
25X1A Yo be chersed. This ls an sduceiions]l matter and the I 05 (1A
of the NEA iMvision heg $nitisted
thin by peblishing Flerg)

T+ An employes sucrestion has been sulmitted by the Finence “2f4cer of
the ‘Hvision ss fallewe:

"t wimnle methed of nrovidime tyave? suthority for smployeer en- 25X1A6a
Seriag training The olligetion tg apoally {3.00
or lers, however, bthe cest of processing individual orders mugt

i
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cost the Agency $50.,00 per order. fInis remedy could be applied

o loeal travel {milssge claims) for locel use of personsl cuned
vehlelss. Trocessing of 2 to 210 claime mupt cost thw igency
close to 2100.,00 (this includes the orders as well 2e bhe vouchey).®

ilthough there are eertain perte of this sugzestion wiich from & cone
Lrol standpoint do mol appesr 1o be fessable, it is believed thabt it
nes gufficlent nerit to wsrrant & study to determine 1f the coste of
procsssing seall drevel claime cen be reduced. Aftor digouseling thie
orotism with repvesentatives of Vinence Tivision, 1t iz believed thet
s facility can e ertablished in Timsnee ¥ visien whevreby cesh payments
rpy be immediately made on an over-the~counter basis. These caymemds
would be for any travel under 25,00 in whieh no per diem is Savolved,
telaplione ealle and other miscellanecus expensss {exclusive of enter-
tainment ). This would involve tha drefting of & &mplifisd combined
Iravel “rder snd Voucher and s procedure wherchy ihe clsir for reime
turroment would be pubtmitled to Yinence Livision properly signed by
the spproprisie ipproving Offiecer of the Area HMvision concerned.

‘t wep stated thel there sre a number of csses wherein a Hequest for
Advence ls mede up for less than £10. Ihie 18 a costly pwoesdurs
ael ghovld be msde Lhe subject of study to determine wimtbher or not
a1l ere necessary or if sepe less costly procedure can not be devised
for sdvaneee less Lhan §310.00.

R T T e b
# B

DA

Urzanisetionslly the
sgbed as 2 Seckion of

iz appropriately loe
of the Syvision. The

“hlef of the ie glving adequate support to the
‘nief of the T4 iz imparstive; however,

thnt the vontimie 50 bring te the
#tbantion of slecente of the Hvision thet 811 allotnents ars
made tc toe Chief of the Division, thet no doousania obligeting these
funds Le relessed the Jivizion without {he certification of the
or nie desiguee that funds are
sveilavle in the allotment charged, and that the primary missions of
the ig to prepeve anmel udgete, to assure
the Chisf of the <ivipien thet funds ellotted to him will not ba
over-shiligated, snd Finspee activitien of s Adipistrative Stare
sapnort nejure. :

Yast of the deficlencles found in a previcus study of this Seetion
have been correciad and nolebile progrese has busn mede since the pre-
vious Hamapement ffice repord, deted 2 July 1983, wes rendered,

“any of the inadequecies which now preveut the naintaining of sceurste

finsncie) records by tae ¥4 “ivizion [NNNEEE:-. 25X1A

cauged by deficlencier over wilch the Ares Jivision hes no conteel.
inees incinde s mebhod of liguideling cblijetions arisimy from hequest
for “tirment {(Yorm lipe ¥e=l]} and betber identificstion of {tems

iﬂ-?-
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appenring on the monbhly I secounting machine run summitbed 4o the
vivision by Fissuce Mviston. ig previgasly staied in thig repert,
the July 1pw sccounting machine runm shous a decided imprevenent over
thoze submitted in prior months but ig not y#% Lo & place wihere it
cen te ssid thet it 1 sdequate. Lhe Techniesl focountiog “taff,
‘Afiee of the omptyeller g working with beth the area divisions snd
inanee uivision to improve thle situstian,

e Tt e reesvmerndad that:

1} Tngtruactions e given a3 f the vare
25X1A Tous Ares "fvigtons relstil occecures, btypes of records to

e melinteined on 4Lhe proverty suthorisation coptrol procedure of
U6 and 09 funde,

25X1A
) - b2 required
05X ts pEiOdionlly of the Divigien payrall te
determine whather or not tie field stefs erployess sre propeyly
ohRrsed.

(hi & study be made to detormine 4he feamstritity of canrging g1}
trensporbation charses sxclugive nr Lthose necensary for the Vg
went of pereonsl affects seninst onme 81latment,

iiseontime the fanction of pree
paring Urevel .ouchers fop &6l employees, and the mployess he
eresurared to witlize ve 1 Processing “ramen in sceordsnce
with DRIAEYEUN 3,

25X1A A study should be made tn determipe whether the functions of proge
paring trevel ordere can be withdrewn from &1l irea Divislone and
ST elemewts of the ni/n and aemigned to bhe “entral irocessing
UTELERe Tk le telieved that 1t eentral isation would reduge noy
only the murter af emenimente to travel orders Bow being prevered
and thereby reduce the mynber of persomnel neoassary to perform
this function tut slgs the mmber of electric trpewriters now
recded in the /% olwment,

{7} Those Mleimion elemente resporsible for initisting 2 request fop
travel erdere o ‘instrusted to be ar exact znd #peeific am nopsinle

-

- 000100080001-2
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in their iniiial reguest snd thershy decremsse the mumber of
travel oxdsr amendrents.
8} ?smag*w: authority on dispstches and cableg to the field per-
parely techniez) finance watters ss specified In
dated L June 1903 he delesated to Thief of Minence

25X1A  Jivislens

(31} The Tomptrellerts Iffice in conjunction with the mppropriste ele-
nent of the /P institute & more effective imspection ond sudit
nrogren whersbhy 811 2res Evision will

25X1A be periodically inspected snd audited,

10} the elewsnts of the D/P and Hfice of the Jompiroller continue
their effarts to work sut » unifomm mebhod of identifving oblde
sations end ewmendlibures,

f11) “ongideration ta piven %o esteblishing in Vinsnes Mvision a
faellity whervely cash parsenis may be lmmedistely made on an overe
the=counter basis, These reyments ¢ e for any travel under 225
in whieh no per diem is imvelved, telephone calle and other mnige
sellenecus sxoenses {excluslive of enbortaimment).

£12; #n sdwiniatestive effort be made to lirit¢ the preparation of
Yequests for Advances Tor less than 110,

113} ’n erder to congerve Lime und offert snd eliminate sonfusion st
e Tivigion level, future Mudyet calls and the regquests for sub-
ptantiating dete ahonld he thoroughly coordineted Detwesn slerenis
af the Du/A spd the "/F prior to iseuing smeh calls {Fes para-
oranh i,

25X9

25X1A9%a
“aomgonent Zxaminer
shtachmanbe s
Taks & endg B
25X1A9%a

Yeotnical fdvieors:

s e B D

Thief of Pimnee HSvislon Hepregeniative
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Techmiesnl Fecounting Stalf
¥ Plen nf the ! mptw}}.ar

CHNONrTenes

fomatrollerts M{fice Beoregantative

fporaved:

25X1A9a

e

ramistant anagement (fficer 13/2
“For Clandestine Services)

bie Ty "oel
“enagement “fficer, Dn/a
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